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Check RIF list 
½ day 
 

Applicants apply on UJM 
5 working days 

Job closes 

Create hiring list 
1 day 

HR recruiter approves 
questions 
1/2 days 

Schedule interviews 
2-5 days 

Conduct interviews 
5 days 

Select top applicants 
1 day 

Check references 
3 days 

Create or update UJM 
Position Analysis 
2 days 
 

Create requisition 
1 day 

Recruitment planning 
2 days 

Review applications 
3 days 

Check RIF list 
½ day 

Hiring approval (HR 
reviews process and gives 
OK to hire) 
1 day 
 

Offer extended by hiring 
official 
2 days 

Offer accepted 
 

Notify non-select 
1 day 

Receive 
approved request 
to recruit 
1 day 
 

Close out 
requisition in 
UJM 
1 day 
 


